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Organization Date of Request 
  

 
Date(s) of Event 

 
Time Requested 

  

 
Room Requested 

 
Estimated Occupancy 

  

 
Contact Person 

 
Contact Phone # 

  



Standard Configuration: 
 

 
 

  VCR                      Standard Set up  (XP and IE)    Catering 
  DVD              Internet Access    Parking passes Qty.____ 
  Projector       Office  
  Instructor Computer   Custom Software _______  

        with Internet  
  Podium   

 
Custom Room Setup: 

 


